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We’re changing our GPRA submission 
process, so providers have seamless 
options to submit data! 

Old System Barriers

Difficulty submitting GPRA 
through Adobe 

Limited options to submit 
GPRA

Multiple steps to storing 
GPRA

New System Pros/Solutions to Barriers

When providers submit GPRAs to the 
new system, they will not need an 
account.

Multiple (simpler) options to submit 
GPRA

Reduced steps to store GPRA 
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GPRA Submission

GPRA submissions for the next fiscal year will not be submitted by 
clicking the submit button.  

If your form includes 

‘Submit Form’ in the top 

right-hand corner, you are 

using the old form. Find 

the updated form without 

this option. 
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GPRA Submission

GPRA submissions will be 
sent to a Box.com folder. 

Three Forms of Submission

1. Email

2. Link – Drag File

3. URL – Submit 

Note: Providers can submit GPRA without 
having a Box.com account. 
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GPRA Submission - Email

Before GPRA is emailed, it must be saved using the 
following criteria. 

Criteria

First name initial, last name initial, date completed, underscore, 

type of evaluation. 

Intake Example

John Brown completed an intake appointment on February 19, 

2021

Example: JB021921_intake

Follow-Up Example

JB021921_followup

Discharge

JB021921_discharge
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GPRA Submission - Email

M__GPRA.ysx58yb3rit4bk99@u.box.com

Completed GPRAs must be sent to the following email address. 

Copy and past the 

email address into the 

‘To’ section. 

The subject of the 

email should be the 

title of the GPRA 

saved. 
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GPRA Submission - Email
Attach GPRA

If your email signature includes 
images, such as agency logos, 
Twitter, Facebook, or Instagram, 
please delete before sending 
the email. 
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GPRA Submission - Email

You will receive a 

confirmation email once 

your document has been 

successfully sent to the 

email address. 
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GPRA Submission – Link 

https://dcgov.app.box.com/f/449e5eec80a34299af322d96163cde61

The following link will be shared with all providers submitting GPRA. 

Step 1: Click on 

the link. The folder 

will appear for 

you to began 

adding files. 

https://dcgov.app.box.com/f/449e5eec80a34299af322d96163cde61


One Agency. One Mission. One Voice.

District of Columbia Department of Behavioral Health

GPRA Submission – Link 
Step 2: Go to the folder on your computer where your GPRA documents are 

stored. Left click the document and drag your mouse into the blue box. 
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GPRA Submission – Link 
Once you have successfully dragged the document, it will appear in the 

folder. 

Step 3: Click 

submit
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GPRA Submission – Link 

After you click             , the document will begin loading. A message 
will appear that informs you the file has been submitted successfully.  

You may now X out of the web browser. 
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GPRA Submission – Link 

Multiple Submissions

If you have multiple GPRAs that need to be uploaded, highlight all of them. Left click the first 
document, press Shift, and then go to the last document you would like to upload. Click it. 
All documents in between the first and last document should be highlighted. 

Follow the same process previously 

discussed to drag all the 

documents. Once all the 

documents appear, hit
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GPRA Submission – Link 

After you click             , the document will begin loading. A message 
will appear that informs you the files has been submitted successfully.  

You may now X out of the web browser. 
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GPRA Submission – Link 

Alternative to dragging files: If you do not wish to drag files into the blue box, 
you can manually select the file. 

Click here Click the folder where your 
file is located. 
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GPRA Submission
Once you have chosen the folder, 
select the file and click Open

The document will 

appear. Click submit to 

successfully upload the 

file. 
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GPRA Submission – Link 

A message will appear that informs you the file has been submitted 
successfully.  

You may now X out of the web browser. 
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GPRA Submission

A URL will be created that will allow 
providers to submit GPRAs. We are 
currently updating our website. Once the 
update is finalized, and it goes live, 
providers will be notified to visit the site to 
obtain the URL for GPRA submissions. A 
follow-up email with instructions will be 
provided at that time. 
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GPRA Submission - Questions


